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Lesson Objectives

@AMl | esson Objectives

After this lesson you should understand:

* Overview of report options

* General Ledger and Fed Admin reports
* Accounts Payable reports

* Accounts Receivable reports
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Overview of report options

W21 c 8l Overview of report options

After this lesson you should understand:
= Overview of report options

* General Ledger and Fed Admin reports
* Accounts Payable reports

* Accounts Receivable reports
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Overview Report Options

W42 11t Overview Report Options

» OFM may use reports to perform the following types of analysis:

Comparison between NBS, DW and NBIS to identify potential data transmission
issues

Identify open documents forwhich activity has occurred but no accounting has
occurred, such as the recent patient travel issue

Identify accounting issues, such as duplicate payments or duplicate postings
Identify mismatched accounting relationships

Identify issues that will prevent OFM from closing the accounting system

Identify outstanding travel issues that OFM, the IC, or the traveler needs to address

» OF M will continue to use DW queries and reports as well as reports from
NBIS.

» This section will concentrate on NBS reports that can be used to further
analysis.
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General Ledger and Fed Admin Reports

WAL Ml General Ledger and Fed Admin Reports

After this lesson you should understand:

* Overview of report options

=>» General Ledger and Fed Admin Reports
* Accounts Payable reports

* Accounts Receivable reports
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General Ledger Reports

@321 Ml General Ledger Reports

» General Ledger gives you a set of standard reports such as journal
reports, general ledgers, account analyses and trial balances.

= While many GL reports are valuable, we will review the Trial Balance
reports in this student guide.
» In addition, Financial Statements Generator reports have been
developed based upon NIH’s requirements to meet specific reporting
needs.
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What are FSG Reports?

W3 Ml What are FSG Reports?

» Oracle Financial Statement Generator (FSG) is a tool used to build
custom financial reports to meet NIH's specific business reporting
needs.

FSG reports provide output of the exact information that has been
entered into the Oracle General Ledger.

FSGs are designed for financial reporting and are compos ed of
information that is captured in the ACS segments

Reports can be limited by a number of different parameters, such as
Fund or Organization.
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FSG Report Components

WAOULEMN FSG Report Components

,_‘— Column

Sets

NIH CONSOLIDAZ __!aL ANCE SHEET

Nov_01_FY-03 Nov_01_FY-02
Assets 25,587,000 0.00
4 Liabilities 454,934 0.00

—

* FSG Reports contain Row Sets, Column sets and data.

* Row Sets define the format and content of the rows in a report, such as Assets or Liabilities.
Row Sets enable you to group related or similar information together.

*  Column Sets define the format and content of the columns in your financial report. The
most commonly used attribute for a column is time period, such as the month, quarter and
fiscal year.

* A combination of at least one row set and one column set comprise a financial report.
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Working with Row Sets

@AM\ rking with Row Sets

NIH CONDENSED BALANCE SHEET
Nov_01_FY-03

Heading
Rows

Detail
Rows

Fund Balance with Treasury $38,977,574
Accounts Receivable $ 25,634

Calculation

S Total Assets $39,003,208

*  Heading Rows identify content groupings within the report.
* In this example, the Heading Row is “Assets”.

»  Detail Rows identify the rows within the report that are associated with specific accounts
and values.

* In this example, Detail Rows are “Fund Balance with Treasury” and “Accounts
Receivable”

* The Detail Rows are associated with the appropriate ACS segment values™®

. Calculation Rows include subtotals or totals of the Detail Rows.
* In this example, “Total Assets” is a Calculation Row.
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Working with Column Sets

WA UMl Working with Column Sets

Calculation

Column
NIH CONSOLIDATED BALANCE SHEET |

Detail Current Variance
Column

Fund Balance with Treasury $38,977,574 $4,024
Accounts Receivable $ 25634 $ 365
Total Assets $39,003,208 $4,389

-

*  Detail Columns identify the types of values appearing in the columns of the report.

* In this example, the Detail Columns is “Current”.

*  Calculation Columns include variances, percentages, subtotals and totals.
* In this example, the Calculation Column is “Variance”.
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Current FSG Reports

WM ¢ rrent FSG Reports

» The following FSG Reports are available in the NBS:
Comparative Consolidated Balance Sheet Summary
Condensed Balance Sheet
Consolidated Balance Sheet Detailed
SGL Balances
Standard General Ledger Report
Statement of Financing
Statement of Net Costs
Statement of Changes in Net Position
Statement of Net Costs Detailed
Trial Balance
Balance of Accounts
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Process for Creating NIH FSGs

WA UMl Process for Creating NIH FSGs

Requirements
Analysis

Report Validation

The NBS Team went through a rigorous process in creating the initial NIH FSGs:
* Requirements Analysis
*  Meeting with OFM staff to discuss current reports
» Reviewing Existing Financial Statements
* Report Creation
* Defining the specific row sets and column sets for each NIH financial report
* Selecting the appropriate SGLs related to each row set
* Report Validation (to be conducted)
*  Comparing NBS FSGs to existing financial statements
*  Working with OFM staff to compare the two sets of reports
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Requesting Additional FSG Reports

WA E M R e questing Additional FSG Reports

> Initially, all report modifications and new FSG Report development
will be performed by NBS staff.

» Process for submitting new FSG report requests:

= |dentify the specific information you would like to see in your report. It
would be helpful for you to outline the report on paper, if possible.

= Contactthe NBS Team through the NBRSS — FSGs mailboxin the
Outlook global address list to submit your request.

= Your report will be processed and you will be notified when it is
complete.
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Navigate to the Run Financial Reports Window

W21Vl Navigate to the Run Financial Reports Window

Functions | Documents

GL Reports:Financial

Run financial reports

i_ GL Reports Top Ten List

Standard
Analyzer
Profile

*
El
+
]
=

* Next, you will select the function that will enable you to access the FSG reports. Accessing
functions, forms or actions is referred to as “navigation” in the NBS.

»  Perform the following navigation:
GL Reports >Financial

*  Click on the Open button or double click on the “Financial” value.
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A Closer Look at the Run Financial Reports Window

\Jé ienbrss. A Closer Look at the Run Financial Reports
WENST s AN SRR ST Window

0% SRl

Individual Reports Single Report Set | Multiple Report Sets

Report Period Currency Request ID Segment Override []
[ [may 03 Frajusp

<

O O O O O

1 I

Row Set and Column Set
( Row Set

Column Set |

» The Run Financial Reports window enables you to select and run FSG reports.

» All of the FSG reports are located under the Individual Requests tab, which is the default tab
in the Run Financial Reports window.

* The list of FSG reports is located under the LOV in the Report field.

* You can filter your report according to specific data elements by completing the additional
parameter fields.

* Report Sets are used to run a group of reports at one time. Report Sets have not currently
been defined for financial statements.
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Accessing the Report List of Values

y long time. Entering criteria that can be used to reduce the list may

Diescription

* To select an FSG report, click inside the Report field and then click on the LOV next to the
field.

» To view the entire list of reports, enter a % sign in the Find field of the Report window, and
then click on the Find button.

» Ifyou know the report name, you can conduct a partial search by typing in the first few
letters before the % sign, and then clicking on the Find button.
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Selecting Reports from the List of Values

%ﬁ @bm M Selecting Reports from the List of Values

Description
: Comparative Cans BSheet Sum MIH - Camaparative Consalidated Balance..  MIH 2 [
Condensed Balance Sheet Mational Institutes of Health - Condensed ... Mational Ingtitutes of Health
Conzalidated BSheet Detailad MIH - Consalidated Balance Sheet - Detailed  MIH - Conszalidated Balance
Consolidated Balance Sheet Sum MIH - Consolidated Balance Sheet- Summ...  MIH - Consolidated Balance
SGL Balances MIH - SGL Balances MIH - SGL Balances
Standard General Ledger Report MIH - Standard General Ledger Report- Co...  MIH - Standard General Led
Staternent of Financing MIH - CONMSOLIDATED STATEMEMNT OF Fl...  MNIH- CONMSOLIDATED STA]

Statement of Het Costs MIH - Consolidated Staterment of Met Costs MIH - Consolidated Stateme
Stm of Chanages in MNet Position MIH - Consalidated Statement of Changes . MIH - Consalidated Stateme

Strmt of Met Costs Detailed MIH - Consolidated Statement of Met Costs.. MIH - Consolidated Stateme
TestReport TestReport as of 8130003 This report iz a test

» To select a specific report, simply click on the report name, and then click on the OK button.
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Entering Parameters

I _
e s%nbrss Entering Parameters

Individual Reports Single Report Set | Multiple Repaort Sets

Report Period Currency Reqguest ID Segment Override
W |Consolidated BSheet Detaile [MAY_03_FY{~[usD

4
Row Set and Col Set
( Row Set |Consolidated BSheet Detailed Column Set |Ba|ance Sheet

» Parameters enable you to narrow down your report results, subject to what the report can
produce.

* The Period, Currency and Rounding Option parameters are required.
» The Segment Override, Content Set, Row Order and Output Option parameters are optional.
» Display Set parameter is not currently being used.

» The Exceptions checkbox is used to flag any exceptions that should be highlighted in the
report. No exceptions have currently been defined for NIH.
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Completing the Period Parameter

%ﬁ f"%i‘.jfnbrss Completing the Period Parameter

BEFA0_0_FyW-03
BEF_03_Fv-03
AUG_03_Fy-03
JURL_D3_Fy-03
JUN 03 FY-03
WAy 03_Fiv-03
AFR_03_FY-03
WiR 03 _Fyeia
FEB_D03_FY-03
JAR_D3_Fy-03
DEC_02_Fv-03
MO _02_FY-03
DCT_02_Fy-03
(T _0F _FY-N3

* A standard Oracle period equals a month, and there are 12 standard periods per year.

* There are also two adjusting periods in Oracle. For example, SEP30 03 FY-03 and
OCTO1 02 FY-03.

» The Period parameter enables you to select the specific period of time you would like your
report to reflect.

* The default value will always be the current open period in Oracle. The current period will
always present information as of the system date.

* To change the period value, click on the LOV next to the Period field and then select the
appropriate value.
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Completing the Segment Override Parameter

W31 Ml Completing the Segment Override Parameter

FRISNRE & RESLARCH SOFPORT ST

wcounting Flexfield

AMMNL DRCT A

HNN1000000C HMMT MEA,
IE ER
L 00202 !
93866

cOHORT R DEFAULT
HHS F1 DEFAULT
MIH F1 DEFAULT

4

The Segment Override parameter enables you to filter your report on a specific
ACS Segment value or values.

*  Fund — Identifies each NIH fund value by Direct/Reimbursable, IMN, FY established and Category A and B.
If you want your report to reflect an entire fund, you can use the corresponding Treasury Symbols, which have
been defined as parent values.

*  Budget Fiscal Year — The year of apportionment for the fund in which the transaction occurs

*  Fund Limit — Identifies funds for any special laws or programs within the fund, e.g. Small Business.
*  Allotment Org — Identifies the IC to whom an Allotment is issued

*  Organization — Identifies the organizational unit to whom an operating budget is issued

* I/E — Indicates whether funds are obligated internally by NIH or externally in the form of grants and contracts
research institutions outside the NIH

*  Budget Activity — Identifies the area of research reportable in the President’s Budget and Congressional
Justification for which the funds are used

*  Mechanism — Identifies the research mechanism for which the funds are used and reportable in the
Congressional Justification

* Line Item - Identifies additional unique information the ICs use to create operating budgets other than
organization, budget activity and mechanism.

*  Object Class Code — Shows the classification by object of expenditure

NBS Reports
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*  SGL — Tracks funds by proprietary and budgetary accounts as defined by the US Treasury.
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Completing the Content Sets Component

%ﬁ f%i;}nbrss Completing the Content Sets Component

FNE SGL Balance%

Description
: SGL Balance
SGL Balances2

» The Content Sets parameter enables you to use a single report for multiple sets of content (e.g.
Funds).

* If you leave this parameter blank, your report will be summarized for all of NIH.
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Completing the Row Orders Component

¥ f"%i%nbrss Completing the Row Orders Component

Description
. Ohject'SGL Details Ohbject C SGL Details
SGL Account Details SGL Account Details

* You can also select a predefined Row Order to control how detail rows appear in the report.
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Submitting Your Request

(¢ fenbrss Submitting Your Request

Individual Reparts Single Report Set | Multiple Report Sets

Repart Periad Currency Request ID Segment Cverride
Consolidated BSheet Detaile |APR_03_FY-0[USD [

4

Row Set and Column Set
( Row Set | Consolidated BSheet (Detailed) Column Set |Ba|ance Sheet

*  Once you have completed all of your parameters, you can click on the Submit button to
submit your report request.

»  Make sure there is a check mark in the box next to the report you wish to submit.

» After your report is submitted, a Request ID Number will appear in the Request ID field.
You can use this number to identify your request in the View Request list.

NBS Reports
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Submitting Your Request

WA Sy bmitting Your Request

elp

E NN ERIT 29 95 1?

Indivit £y

Query By Example »

Record 3

Translations...
Attachrments...

SummaryDetail

Standard General Ledger Rq

Condensed Balance Sheet

Condensed Balance Sheet

|\Standard General Ledger Ry

Row Set and Column Set ——

Rowe Set |Cundensed Bal:

* To view your report requests, click on the View pull down menu and select Requests.

*  When the Find Request window appears, leave the default values, and click on the Find
button.
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Reviewing Submitted Requests

Refresh Data Find Reguests Submit a New Reguest. ..

MAY 03 FY.03, , 1002, 1004, 1011,

Y 03_FY-03,, 1002, 1004, 1011,

Y 03_FY03, , 1040, 1001, 692, U
L IR SR B W (R Y 03_FY.03,, 1003, 1001, 1011,
Y 03_FY03, , 1007, 1002, 1012,
Y 03_FY03, , 1006, 1007, 1017,
Y 03_FY03, , 1006, 1007, 1017,
LTRAN,

l 111478 |Financial Statement Gen Completed Normal MAY_03_FY03, , . 1011,
111477 |Financial Statement Gen Completed Normal MAY_03_FY 03, , . 1011,
111476 |Financial Statement Gen Completed Normal MAY_03_FY 03, , b 692, U
111451 |Financial Statement Gen Completed Hormal MAY_03_FY 03, , b 1011,
111450 |Financial Statement Gen Completed Hormal MAY_03_FY 03, , B 1012,
111449 |Financial Statement Gen Completed Terminated MAY_03_FY03,, b 1017,
111401 |Financial Statement Gen Completed  |Normal MAY_03_FY.03, , 1006, 1017, iy Output
111310 |PRC: Transaction Import Completed Terminated |[WVALTRAN,
111309 |NIHPA Reset Interface Re Completed Hormal
111308 |PRC: Transaction Import

iew Log...

Hold Reguest “iew Details Wiew Output

Cancel Reguest Diagnostics Wiew Log..

* Requests are submitted to a concurrent manager and are run based upon the rules of the
specific managers.

* Due to the large amount of processing power required for running reports, only one report
will be processed at a time. All other reports will be placed on a pending status until the
preceding reports in the queue have run.

» The last report request you submit will appear at the top of the request list. A request is
selected when the first field of the request is hi-lighted in blue.

*  You will need to click the Refresh Data button to view the current status of the request.
* The Phase field will indicate whether the report is waiting or complete.

* Pending - Request is waiting in queue
* Running - Request is being run.

NBS Reports
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* Completed - Request has finished.
* Error — Request completed with an error
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Viewing the Report in Oracle

¥

T

N

el |

W
-y

Refresh Data

currency USD

FUND=05024320031DA0 (0243 NIA 2003 AWWL DRCT &),

SGL

Viewing the Report in Oracle

Find Reguests

NATIONAL INSTITUTES OF HEALTH
HIH - cConsolidated Balance Jheet - Detailled
Current Period: MAY_D3_F¥-03

COHORT=9999 (DEFAULT],
{'000s)
HAY_03_FY-03

HHS F1=9993 (DEFAULT],

LESETS:
Intragovernmental

Fund Balance with Treasury
101001 AUTH
101002 DSBRMNTS (OTR THAN FAYROLL)
101003 DSBRMNTS (PAYROLL)
Fund Balance with Treasury (Non-Entity)
idvances and prepayments
141001 TEVL ADV ¢ EMGNCY EMP PYMNT
141007 ADY TO OTR ALL OTR

Total Intragovermental Assets

Governmental:
hecounts Receivable,
hecounts Receivable,
Grant Advances

Het
Het (Non-Ecuity)
General property, plant & equipwent, net
175001 EQUIP

175006 ADP TC EQUIP IN USE

175901 ACCUM DEPR EQUIP

Other Assets

141003 ADY TO NON FED VIA PH3

251,619
-17,251
-15,238

-465
1,133
-184

1.170

pii

Erevious

*  Click on the View Output button to open your report.

“13_FY03, , 1002, 1004, 1011, | =

hEd

Submit & New Reguest. ..

13_FY03, , 1002, 1004, 1011,

13_FY03, , 1040, 1001, 692, U

13_FY03, , 1003, 1001, 1011,

13_FY03, , 1007, 1002, 1012,

13_FY 03, , 1006, 1007, 1017,

13_FY.03, , 1006, 1007, 1017,

AN,

Wiew Output

Wiew Log...

Once the report has completed successfully, you can view the report in Oracle.
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Printing the Report in Oracle

Jl111535

EIRle) A=k XN,

Refresh Data

Financial Statement Gen

Find Reguests

111535

Financial Statement Gen

111534

Financial Statement Gen

111533

Financial Statement Gen

111532

Financial Statement Gen

Submit & New Reguest...

1
nbsrica rt5'_5[l

Lamh:apn|

111531 |Financial Statement Gen
111530 |Financial Statement Gen

111478 |Financial Statement Gen

Ok

111477 |Financial Statement Gen

=) =] E=] i=] i=] i=] E=] E=] =] En]

111476 |Financial Statement Gen

Haold Reguest YWiew Details. .. Wiew Output

Cancel Reguest Diagnostics Yiew Log...

= To print the report directly from Oracle:

* Close out of the report.

*  Click on the Tools pull down menu and select Reprint.

* Indicate the number of copies you would like to print.

* Search for your printer by clicking on the Printer LOV and typing in your printer
name.

*  When you are finished completing the fields, click on the OK button to print the
report
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Importing Results into Excel

STy e, . .
£ ;%nbrss Importing Results into Excel

MATIONAL INSTITUTES OF HEALTH
Wational Institutes of Health - Condensed Balance Sheet
Current Period: MAY 03_F¥-03

currency USD
No =zpecific FUND reguested
{'000=)
MAY 03_FY-03

Lzsets

Fund balance with Treasury 21,639,137
Aoocounts receivable 88,718
General property, plant and eguipment, 1,451,087
Other Assets 2,793,908

Total Akssets
Liasbhilities
Acocounts payshle 141,522
Deferred revenue 30,775
Other liasbilities 698, 651
Total Liabilities
Net Position

Currrilative resulcs of operations

Total Met Position

*  You must be viewing the report in order to bring the output into Excel. If the report is not
open, click on the View Output button.

»  The first thing you must do to bring your results into Excel is copy the report to a text page.

*  From the report output window, click on Tools > Copy File from the menu bar.
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Importing Results into Excel, cont’d

T . .
£ s%nbrss Importing Results into Excel, cont’d

; https:/ /nbrssdey.cit.nih.gov:8044 /0A_CGI/FNDWRR.exe?temp_id=2104604992&logi

File Edit ‘iew Favorites Tools  Help

Mew L @Search [GlFavorites  fMedia £% | B-S=

Qpen... Chrl+O
Edit .gov:8044,|’OA_CGI,|’FNDWRR.exe?temp_id=2ltj Pan |Links @Customize Links @Free Hakmail

Chtl+5

RLATTANAT RIS T TTIITES AT HE AT T
Save Web Page |
Page Setup... :

Pririt. .. Chrl+P Save jn: I:_:rj Desktop
Print Preview. ..

oy My Documents

e = My Computer

Import and Expart. ..

Properties
Wark Offline
Close

sury MIHGL_F¥ _BUDGET CHECK_200103

General property, plant and equ L | Shorkeut to Organizational Impack
Other Assets Trial Balance - Summary 1_090103

Total Assets

Lishilities
Aocounts payable
Deferred revenue » File name: IFinanciaIStatement Generator_21 DEDEi ﬂ Save
Other lisbilities = Dave as [upe: I lext File [*.tat] =1 Lancel I
Total Liabilities
4 Encoding: I\-\-"estem European [150) ﬂ

Saves this document as a file,

|l T5atitlirias

* From the text page, click on the File pull-down menu and select the Save As Option.

» Name your file and then click on the Save button to save it as a text file. You may need to
change the file type in the Save as type box if the type does not default to text.
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Importing the Report into Excel, cont'd

@AM |mporting the Report into Excel, cont'd

I:_ilj Deskiop @ > ﬁf = Tools ~

Name | 5.] 1.] Madified
[:] adjbuild o 09Y04/2002 5:04 PM
5 My Documents
Q My Computer
My Metwork Places
Statement Genera 3 05§21/2003 6:12 PM
mport Wizard - Step 1 of 3

..... ) The Text Wizard has determined that your data is Fixed Width,
Trial Balance - Summary 1_090103  [F bhis s correct, choose Next, of choose the data bype that best describes your data.

[5] Sharteut ko Organizational Impact riginal data type
Choose the file type that best describes vour data:
" Delimited - Characters such as commas or tabs separate sach field,
* - Fields are aligned in columns with spaces between each field,

Skark import at row: |1 5‘ File arigin: IWindows [AMSI) vl

Preview of file C:iDocum.. \Trial Balance - Summary 1090103145, Ext,

File name: I
Files of bype: IText Files :|

MATIONAL INSTITUTES OF HEALTH Summaryl
Teriod:

*  Open Microsoft Excel.

*  Click on the File pull-down menu and select the Open option.

» In the File of type box, select “Text Files”.

» Select the file you saved and click on the Open button or double click the file name.

* In the Text Import Wizard, click on the radio button next to the “Fixed Width” option, and
then click the Finish button.
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Importing the Report into Excel, cont'd

Microsoft Excel - Financial Statement Generator_060503

&) e Edit view Insert Format Tools Data Window Help

40 00
i}

|s %,

=

IDzEa8Rk(mrdo-|= &8 2w~

A

c T

currency USD
Mo specific FUND requested

EEEEREERE

=

Assets:

Intragovernmental:

Fund Balance with Treasury
Investments, net

PP W N Py

EIHE

Governmental

Accounts receivable, net

Cash and other monetary assets
Inventory and related property, net

MATIONAL INSTITUTES OF HEALTH

MIH - Consolidated Balance Sheet - Summarized

Current Period APR_03_FY-03

(000s)
APR_03_FY-03

Date: 05-JUN-03 17:18:00
Page: 1

-14,339 858
25634

L EEO44

9115
104
12,208

General property, plant and eguipment,  net 1477 333

Other Assets 05,128

Total Governmental Assets 1803 5889

Total Assets 10,155 410

r |k ra e e [ o o fra [ro [ pa | = =
B | & || & || = |G| k= S o @

w
=1

Liabilities

Liahilities:

Intragovernmental:

34 | Accapnts navahle

4|4} | M\Financial Statement Generator 0 /
]D[an R (& | auoshepes + . W [ O

Ready I

[
s | 0 5 ) .| . B [ | e ] T

[y g )
o3 |3 =

Nl

dE[>-4-A-===ud.

I ) I
OUILBPR  sueen

*  You can format the Excel report to suit your needs.
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Scheduling FSG Reports

W21 Scheduling FSG Reports

3 Mavigator - MIHGL OFM Reports

Functions
GL Reports:Standard
Run standard reports

- GL Reports
Financial
Standard
Analyzer

Profile

Thig allows you fa submi an indmdusl request

® Heguest So1
Thig allows you ta submd a pre-dafined sat of

r-s-qus-515

* You must run a Standard request to schedule FSG reports.

*  Perform the following navigation:

GL Reports >Standard

*  Click on the Open button or double click on the “Standard” value.

*  When the Submit a New Request window appears, accept the default “Single Request”.
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Working with the Submit Request Window

{@ i%“}"p Working with the Submit Request Window

TIIIIIhhtes,. qmymyms

Languages

At these Times...

CHERENEY As Soon as Possible Schedule:. .

Upon Completion...

Il Output Files

Print to

L rerld) oo =

* The Run this Request section enables you to select requests from a list of values.
* The At these Times section enables you to schedule the requests to run at a certain time.

* The Upon Completion section enables you to notify others of your request, or print your
request.
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Select the Program- Run Financial Statement Generator Request

o3l Select the Program- Run Financial Statement
. Generator Request

el WSTITIES OF HETH
FRISNRE & RESLARCH SOFPORT ST

-

Apnlicatiorll | Schedule...

: Program - Run Financial Statement Generator Oracle Ge
Trial Balance - Detail
Trial Balance - Expanded
Trial Balance - Summary 1
Trial Balance - Summarny 2

G

*  You will need to run a specific request to schedule an FSG report:

* Torun arequest:

*  Click on the LOV button next to the Name field.
* Select the value “Program — Run Financial Statement Generator” from the LOV.
*  Click the OK button.
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Working with the Parameters Window

W21 Working with the Parameters Window

EZ Parameters

FELM Condensed Balance Sheet MNational Institutes of Health - Conde

usp
Calculate Then Round

* From the Parameters window, you will select the name of the report you wish to schedule,
and also enter any parameters you want to use to run the report.

*  The parameters window contains the exact same parameters as the Run Financial Reports
window covered in Lesson 3. You can refer to Lesson 3 for specific information on any of
the Parameter window fields.

*  Once you have entered the Parameters for your report, click on the OK button to return to
the Submit Requests window.
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Scheduling Reports

®2>1"E M Scheduling Reports

f= Submit Reguest

Run this Request...

Copy...

e

Run the Job...

* To schedule a report, click on the Schedule button from the Submit Requests window.
»  There are four options you can use to schedule a report:

* Assoon as possible (Default value)
*  Once

* Periodically

*  On Specific Days
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Scheduling Reports Using the Once Option

»/@ f-%"}"prss Scheduling Reports Using the Once Option

|52 Schedule

Apply . Sa\je'j SChEdu'E.“ _

Run the Joh

X,

* To schedule a report to run one time, click on the radio button next to the Once option.

» Use the pop-up calendar to select the month and time you would like the report to run and
then click on the OK button.
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Scheduling Reports Using the Periodically Option

{g f&"’%nbrss Scheduling Reports Using the Periodically
s il Optl on

T W J = _
. I
14

GESEN02 JUN-2003 10:51:45
i At
ave End Date blai Mnmh!sl

o5-Jun 200 ey (T
e o Hour
erval... Minute(s)

__mpletion of the prior run

M|Increment date parameters each run

*  To schedule a report to run periodically, click on the radio button next to the Periodically option.

*  Use the pop-up calendar to select the Start At and End At Dates, but leave the End At blank if you want the
request to run indefinitely.

*  Select the re-run interval from the pop-up list:

*  Months
*  Weeks
*  Days

* Hours

. Minutes

*  Select the Increment date parameters each run if you want the latest date for each run of the report.

*  When you are finished completing this screen, click on the OK button.
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Scheduling Reports Using the On Specific Days Option

{@ P21 -3l Scheduling Reports Using the On Specific
FepgaS® st 4 ki TR T D ays opti on

EE Schedule

Apply . Sa\je'j Sl:hedu'e.“ _

Run the Joh.
02 L IUN-2003 10:51:45
End At -]

Month:

W Save this schedule

Page 38

* To schedule a report to run on specific days of the month, click on the radio button next to
the On Specific Days option.

» Use the pop-up calendar to select the Start At and End At Dates.

»  Under the Dates of every month heading, use the calendar to select the days you want the
report to run by click on the day.

+ If you want your report to run on a specific day of the week, click on the day under the Days
of Every Week heading.

» Select the Increment date parameters each run if you want the latest date for each run of the
report.

*  When you are finished completing this screen, click on the OK button.
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Submitting the Scheduled Request

{g gg%pgrss M Submitting the Scheduled Request

Program - Run Financial Statement Generator

Condensed Balance Sheet. APR_03_FY03.USD.Calculate Then Round.....Text.No..30

ENEIERES American English _

Languages

At these Times...
SR Specific: Starting on 02-JUN-03: =15 *Last Day Schedule. ..

Upon Completion...

e all Output Files

-
Print to

i

*  Once you complete your schedule request, the information you selected should appear in the
Run the Job field under then At These Times heading.

*  Click on the Submit button to submit your schedule request.

NBS Reports
Page 42



Viewing the Scheduled Request in the Requests Window

{ﬁ é’;g \i-=5J Viewing the Scheduled Request in the
Rl Requests Window

SEex- 2N €‘ R LIS 2

Refresh Data Find Reguests Submit & New Request...

Program - Run Financial 1, 101, FSG-ADHOC-, G, GL#, 1001,

Hold Request YWiew Details. .. ey Output

Cancel Request Diagnostics “iew Log...

*  Once you submit your request, the Requests window will automatically open, displaying
your request with a “Scheduled” status.

*  Once the report runs at the scheduled time, the Phase and Status will change to “Completed”
and “Normal” and you can view the request by clicking on the View Qutput button.

» Ifthe report is scheduled to run multiple times, a new request will appear with a “Scheduled”
status. This cycle will occur as many times as the report is scheduled to run.
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Trial Balance Standard Reports

@321 Ml Trial Balance Standard Reports

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» The Trial Balance Reports can be run to review General Ledger
account balances.

» Options include:

= Trial Balance — Detail

= Trial Balance — Expanded

= Trial Balance — Summary 1 (Recommended)
= Trial Balance — Summary 2
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Running the Trial Balance - Summary 1 Report

NIH Period Maintenance

N > Submit Request > Run

Submit a New Request

% Submit a Mew Feguest |

What type of request do you want to run?

® Hequest Set
you to subrit & pre-defined set of

Select the OK button.

Result: The Submit Request window is displayed.
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B Submit Reguest

Run this Request...

if ,

Languages. .

At these Times...

=0 As Soon as Possible Schedule:.

Upon Completion...

e all Output Files

[atify [ Cptions. ..
Print ta —]

1. In the Name field, select Trial Balance - Summary 1 from the LOV.

Result: The Parameters window is displayed.

BB Parameters

Amount Type

2. Inthe Pagebreak Segment field, select the appropriate value from LOV

Result: The Accounting Flexfield window is displayed.
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% Accounting Flexfield

LI:I hiTs

3. Inthe Fund Low field, use the LOV to select the desired fund value.

4. In the Fund High field, use the LOV to select the desired fund value if different from the
Low value

Example: Below is a sample completed form.
% I ATl e e x

Loy High

R 08000720040D A0 08000720040DA0

5. Select the OK button.
Result: The Accounting Flexfield window closes.
6. Select USD from the LOV in the Currency field.
7. Select the appropriate period from the LOV in the Period field.
8. Select the appropriate value from the LOV in the Amount Type field.

Example: Below is a sample completed parameters window

NBS Reports
Page 47



08000720040DA0

EERREIE MAY 04 FY-04
Amount Type [EEY Feriod to Date

)

9. Select the OK button.

Result: The Parameters window closes and you are returned to the Submit Request
window.

10. Select the Submit button to submit the request.

Result: The Requests window is displayed.

BEefresh Data Find Reguests Submit a New Request...
FPIEL | Trial Balance - Summary 1, 101, B, 1, 08000720040DAD, 08001 =
642445 ] Financial Statement Ge Completed |Normal JUL_D4_FY 04, , 1052, 1091, 1106,
1642436 | Posting 1, 101, 2880
1642435 |Posting Completed  |Hormal 1, 101, 2879
1642434 |Posting |Completed  [Normal |1, 101, 2878
1642433 |Program - Maintain Sumi[642432  |Completed |Normal | &
1642432 |Maintain Summary Temg 642425  |Completed  |Normal |8901, 556, 10763, 642425
1642431 |Update BE-GL transfer st:|642430  |Completed  |Normal I
1642430 |Update BE-GL Transfer $642425 |Completed  |Normal |8901, 556, 10466, 642425
642429 |Program - Create Journa|642428  [Completed  [Normal 1,2,8,0 %
Hold Regueast “iew Datails. ey Ollitpit
Cancel Reguest Diagnostics e L.

11. Select the Refresh Data button until the Phase indicates the request has completed.

12. Select the View Output button to review the report.
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End of activity.
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Budget Reports

4 Ses:nbrss Budget ReportS

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» We recommend running the following reports to validate budget entry
and monitor funds balances:

= Balance of Accounts FSG
= NIHGL-FV_Budget Check Report
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Balance Of Accounts FSG

@421l Balance Of Accounts FSG

The Balance of Accounts FSG report
» displays information from the General Ledger

» displays funding totals, commitments, obligations, and balance of
funds

» may be run at the 5 different budget levels

» may be used to research summary budget entry issues and to monitor
anti-deficiency

» N > Reports > Financial

Balance of Accounts 1 — Appropriation Level
Balance of Accounts 2 — Apportionment Level
Balance of Accounts 3 — Allotment Level
Balance of Accounts 4 — Allowance Level
Balance of Accounts 5 — Operating Budget Level
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Balance Of Accounts — Segment Override

{@ NIV Ml Balance Of Accounts — Segment Override

‘f.lﬂb premii

When running the Balance of Account Reports, use the Segment
Override window to narrow the results of your report.

D

* You may use the BFY field to limit the budget fiscal years displayed.
*  You may use the Allot Org field to limit the results to a particular allotment organization.

*  We suggest that you remove the default values from the Cohort, HHS F1, and NIH F1
fields to help with report formatting.

Note: When running the Apportionment report, the period that you select when running the FSG
will determine which quarter’s information is displayed.
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NIHGL-FV_Budget Check Report

NG PETARS &
L e -

NIHGL-FV_Budget_Check Report

» The NIHGL-FV_Budget Check Report was developed to provide NIH
with the ability to review the detailed entries for budgets in Fed Admin.

Faont Size [T

[NES Federal

bOC NUMBER TRANSACTION T SEGHENT QUARTER BFY FUND LIMIT ALLOT ORG  SUB TOTALS /

1 NIEMS  75-04-0062 1 ) 20041040 2004 EEIEEEE] 15465000 26-FEB-04 AR

1 NIEMS  75-04-0062 T ] 20041040 2 EEIEFEE] 000000 26-FEB-04 AR N

L NIEES  75-04-0862 T 3 58 2855 000000 26-FEB-04 AR N
NIEMS  75-04-0062 DIRECT 262200410, 2 55 S555 SO00000 26-FEB-04 1IN N

3 NIEHS  75-04-086€2 DI 1 200410, 2004 55 SO65 3000000 26-FEB-04 1IN N

314€5000

NIEHS 75 01 0B62 DIRECT APFORTTONMENT 20011 2 200 59 @999 S000000 26 FEB DY TN W
NIEHE  75-04-DBEZ DIRECT AFPORTT 41D, 2004 55 G955 3000000 26-FEB-D4 TN N
T APPORTIONMENT A BO0DDOD
T MENT 000000 23465000
NWIERS  TS-D4-DREZ DIRECT ALLOY T OD410AD 2 20D4 01 wioD 3000000 26-FEE-D4 TN N
WIEHS  TS-D4-DE&I BIRECT ALLOTMENT DEOZE2Z0D410A0 3 20D4 01 w100 5000000 26-FEE-D4 TH N
SOUE TOTAL DIRECT ALLOTHENT & BOOODOD
TOTAL ALLOTHENT 6000000 ©
NIDDE  TS-04-0B84 DIRECT APPROPRIATION OBOZE4E 0041040 2004 0 9eR 000000 26-FEE-D4
SUN TOTAL DIRECT APPROPRIATION A 1000000
TOTAL APPROPRIATION 1000000

Toral Direct Appropriation 2465000

Total Reimbursable Appropriascion o
irect Apporticmment £000000

Toeal Reimbursable ADDOEEIiOREeRT o

Treal DiFeer L1inesenr ANNNNNN

GoTo... First

* The NIHGL FV _BUDGET CHECK report is your key to ensuring that the budget amounts
you enter into Fed Admin are correct. You should run this report after entering a series of
budget documents to verify the entries you have made prior to approving them. This report
is formatted to allow for easy export and analysis in Excel.

* To access this report, navigate to N>Other>Request>Run.

*  When you see the Submit a New Request box, select the default value “Single Request”.
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Running the NIHGL-FV_Budget Check Report

Language

At these Times...

i the ok o Applicatior
Runthe Job B ENIHGL FY BUDGET CHEGK

BE Transaction Register CQracle Feg

Upon Completion... BE Transaction Register by treasury syrmbol Oracle Fed
Status of Funds Repart Oracle Fed

AEEN Status of Ohbligations Report Cracle Fec

Matify - Treasury Symhbol Listing CQracle Feq

Print to -

*  When the Submit Request window appears, you will need to select the specific report you
want to run

» To select the NIHGL FV_BUDGET_ CHECK report:

* Click on the LOV next to the Name field and select the
NIHGL FV_BUDGET CHECK value

*  When the parameters box appears, enter the desired values:

Budget FY — will limit your results to a specific budget fiscal year.
Treasury Symbol — will limit your results to a specific Treasury Symbol.

Fund Limit — will limit your results to a specific Fund Limit, such as 02 Small
Business.

Quarter — will limit your results to a specific quarter within the budget fiscal
year you specify.
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Running the NIHGL-FV_Budget Check Report

Al Running the NIHGL-FV_Budget_Check Report

ko= SUhmit Regques

Run this Request...

REENNIHGL_FY BUDGET CHECK
2003

S American English
e

At these Times...

RGN AS Soon as Possible

Upon Completion...

il Save all Output Files

Print ta

*  When the parameters are completed, you will submit the request to run the report by clicking
on the Submit button.
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Running the NIHGL-FV_Budget Check Report

Refresh Data Find Reguests Submit a Mew Reguest..
l WKBIE |NIHGL_FV_B CHE Completed Normal 2003 =
101900 |BudgetExed A )inds R, 1, 806
101899 |Budget Executtor Funds Completed |Normal R, 1, 806
101898 |Budget Execution Funds Completed Normal R, 1, 804
Hold Reqguest Wiew Details. .. Wiew Cutput
Cancel Reguest Diagnostics Wiew Log...
B

Page 48

* The Request window displays all of the requests you have run, with the latest request
appearing at the top of the list.

» To view your report:

* Click on the Refresh Data button until the Phase and Status fields change to
Completed and Normal

* Click on the View Output button to view the report
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Running the NIHGL-FV_Budget Check Report

@421 M Running the NIHGL-FV_Budget_Check Report

5 R s m

Transactions selected by BFY= 2003

Transaction Register by Treasury Symbol
WUMEEER FUND LAEEL TREASURY SYMEOL TRANIACTION TYFE FUND SEGHMENT QUARTER EFY FUII
MF 75-0103-3966 APPROPRIATION 02019920013D40 2003 99 59599 500000
MF 75-0103-3966 APPROPRIATICH 05019920013 DA0 2003 Q9 9949 =tulujululu]
Total APFROPRIATICN 1000000 O
MF 75-0103-3966 APPORTIONMENT DIRECT 08019920013040 2 2003 99 9993
Total APPORTICNMENT DIRECT 500000 500000
HMF 75-0103-3266 ALLOTHENT DIRECT 0S0199200130A0 & Z003 05  s100
Total ALLOTMENT DIRECT 5444443 -4944443
75-03-0807 APPROPRIATICN 0802072003 1040 2003 9939 2993001
75-03-0807 APPROPRIATICON 03802072003 1040 2003 Q999 8162730
75-03-0807 AFPFROFRIATION 0802072003 1DA0 2003 2933 13332459
75-03-0807 APPROPRIATICN 0802072003 1040 2003 9939 14965005
75-03-0807 APPROPRIATION 0802072003 1D40 2003 9999 37276467
Total Sub TET29662
75-03-0807 APPROPRIATICH REIMBURZAELE 03020720031RA0 2003 9939
75-03-0807 APPROPRIATICH REIMBURZAELE 03020720031RA0 2003 9939
Total Sub 300000
Total APPROPRIATICN 770Z866E u]
75-03-0807 APPORTIONMENT DIRECT 0302072003100 1 2003
75-03-0807 APPORTICONMENT DIRECT 0802072003 1DA0 1 2003
75-03-0807 AFPFORTICHMENT DIRECT 0802072003 10A0

*  When you click on View Output, your report will be displayed.

» The report is organized by Fund, and then by level within each fund. There are subtotals for
each level within the report, as well as a grand total by Appropriation.

» Use the buttons at the bottom of the page to move through the report.

» To view the report as an HTML page, click on the Tools pull down menu and select Copy
File. You can save the file and open in Excel.
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Accounts Payable Reports

@AMl Accounts Payable Reports

After this lesson you should understand:

* Overview of report options

* General Ledger and Fed Admin reports
= Accounts Payable reports

* Accounts Receivable reports
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Running Reports

(4 ‘einbrss.

Running Reports

» All Accounts Payable Reports are run in the
same manner.

» The navigation path to run reports in Accounts
Payable is

N > Submit Request > Run

Languages.

At these Ti

R 18 As Soon as Possible Schedule..

Upon Completion...

7 | Output Files

_
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Invoices On-Hold Report

W2 11VEMl Invoices On-Hold Report

Description: The invoice on-hold report displays the AP invoices
that are currently on-hold

Purpose: This report can be used to monitor invoices that are
currently on-hold to ensure that any necessary
actions needed to resolve the hold are being taken

The report provides you the total number and
amount of invoices on hold
Frequency: Daily

Area Responsible for Issue Resolution: OFM Travel Office

Selected Report Headings

PO Number. If the hold on the invoice is related to the purchase order match, then Payables
displays the purchase order number.

Original Amount. Invoice amount.

Amount Remaining. Remaining amount due for payment on an invoice. The amount remaining
is equal to the original amount, unless you partially paid an invoice.
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Invoices On-Hold Report

f Invoices On-Hold Report

Sample report parameters:

Hold Mame

Supplier Mame

Order By

From Entered Date
To Entered Date

Include Hold Descriptions

Selected Report Parameters

Hold Name. If you want to review only invoices with a specific hold applied, enter the name.
Leave this parameter blank if you want the report to include the Invoices with Scheduled
Payment Holds section and the Invoices with Supplier Site Set to Hold All Payments section.

Order By. This parameter controls the sorting for the first report section. You can choose to sort
and subtotal by hold or supplier.

On Hold by Period Option. Enter Yes to subtotal the invoices by the period of their invoice
date.

From/To Entered Date. Displays invoices with holds that were applied on and between the
From Entered Date and the To Entered Date.

Include Due or Discount Date. The report includes invoices that have a due or discount date
within a range you specify, using the From/To Due or Discount Date parameters.

*Due. Displays only invoices that have a due date within the range you specify.
*Discount. Displays only invoices that have a discount date within the range you specify.
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Include Hold Descriptions. Change this parameter to No if you do not want to include the last
section of the report as a reference of hold descriptions.
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Unaccounted Transactions Report

@421 '8l Unaccounted Transactions Report

Description: The unaccounted transactions report displays the AP
invoices and payments for which the accounting has
not been properly created.

Purpose: Use this report to identify and review all unaccounted
invoice and payment transactions and see the
reason that Payables cannot account for a
transaction.

Frequency. This report should be daily and should specifically
be run as part of the monthly close process

Area Responsible for Issue Resolution: OFM Travel Office for
Invoices and NMC for Payments

Important:

If transactions appear on this report, then the accounting information for the transaction
will not be transferred to the General Ledger or the Data Warehouse

Selected Report Headings
The report has two sections: Unaccounted Invoices, and Unaccounted Payments.
Unaccounted Invoices

This section of the report lists the supplier name, supplier number, invoice number, invoice date,
invoice currency, invoice amount, purchase order number (if the invoice is on a purchase order
matching related hold), and the exception.

Unaccounted Payments

This section of the report lists the supplier name, supplier number, payment number, payment
date, payment currency, payment amount, and exception.

Exception. The report displays one or more of the following exception conditions:
* Dist Acct Invalid. The account on the invoice distribution is invalid.
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» Dist Variance. The sum of the invoice distributions is not equal to the invoice
amount.

* Funds Check. Cross validation failed for this invoice.

* Unaccounted. The Payables Accounting Process has not been submitted for the
transaction.

* Other Hold Names. This invoice has a hold applied to it that prevents accounting.
« Unvalidated. You have not submitted Invoice Validation for the invoice.
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Unaccounted Transactions Report

@421 '8l Unaccounted Transactions Report

Sample report parameters:

counting Date

Petiod Mame

Selected Report Parameters

Note: If you do not specify a value for the Period Name or From/To Accounting Date
parameters, then the report lists all unaccounted entries, regardless of date.

From/To Accounting Date. If you want to run the report for a particular date range, then enter
both the first and last dates in the range. If you enter values for a date range, then you cannot
enter a value for Period Name. (Recommend using the first and last date of the current month)

Period Name. If you want to run the report for a single period, enter the period name. If you
enter a value here, you cannot enter values in the From/To Accounting Date parameters.
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Invoice Aging Report

Wac Ml Invoice Aging Report

Description: The Invoice Aging Report displays the unpaid
invoices and the date that they were due for payment

Purpose: Use this report to identify those invoices that remain
on the Invoice Workbench that have yet to be paid

Frequency: This report should be run periodically throughout the
month

Area Responsible for Issue Resolution: OFM Travel Office

Selected Report Headings

Due Date. Date an invoice is due, assuming no discounts are taken (displayed if Invoice Detail
option is set to Yes).

Days Due. Number of days until an invoice is due.

Amount Remaining. Amount remaining for payment. The total amount of an invoice equals the

Amount Remaining divided by the % Unpaid. If an invoice includes two scheduled payments in
different periods, this calculation includes all Amounts Remaining periods.
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Invoice Aging Report

Aging Period Name

o

Selected Report Parameters
Sort Invoices By.
* Invoice Type. Sorts the report by invoice type and then by supplier.
* Supplier Name. Sorts the report alphabetically by supplier name.
Include Invoice Detail.

* Yes. Displays invoice detail when showing the invoice payments due to a supplier.
(Recommended)

* No. Summarizes the total invoice payments due to a supplier without displaying each
invoice.

Include Site Detail.
* Yes. Displays site detail and sorts by supplier site. (Recommended)
* No. Displays only the name of each supplier.

Minimum Amount Due. The report includes invoice information for invoices that have invoice
amounts greater than this Minimum Amount Due and that fall within the aging period you
specify.
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Maximum Amount Due. The report includes invoice information for invoices that have invoice
amounts less than this Maximum Amount Due and that fall within the aging period you specify.

Invoice Type. Enter the type (Credit Memo, Debit Memo, Expense Report, Interest, Mixed,
Prepayment, Withholding Tax, or Standard) for the invoices you want to review, or leave this
field blank to run this report for invoices with all invoice types.

Supplier Name. If you want to submit this report for only one supplier, enter the supplier name.
Aging Period Name. The report displays unpaid invoices for the aging periods.
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Accounts Receivable Reports

¥4 géfnbrss Accounts Receivable Reports

After this lesson you should understand:

* Overview of report options

* General Ledger and Fed Admin reports
* Accounts Payable reports

=> Accounts Receivable reports
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Accounts Receivable Reports

WALl Accounts Receivable Reports

Oracle Financial Applications provides standard
reports to help you determine the current status
of a customer’'s account

» Billing and Receipt History
» Account Status Report
» Aging Report
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Purpose of the Billing and Receipt History Report

%@ 2 c 3l Purpose of the Billing and Receipt History
Lo Ll L ., Report

The Billing and Receipt History Report displays the
transactions and receipts applied to them

The navigation path to this report is N > Reports > Collections

The Billing and Receipt History Report displays the transactions and receipts segregated by
customer for a given date range. The report displays both open and closed transactions.
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Billing and Receipt History Report
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Billing and Receipt History Report

Billing and Receipt History Report Parameters:

B

Selected Report Parameters

Customer Name Range: Select a customer range from the LOV
Customer Number Range: Select a customer range from the LOV
Invoice Number Range: Select an invoice number range from the LOV
Invoice Amount Range: Enter an invoice amount range

Balance Due Range: Enter a balance due range

Transaction Date Range: Select transaction date range from the LOV
Account Status Range: Do not use

For all range fields, if you want the report to run for a single value, enter the same value in the
low and high fields.
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Account Status Report
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Account Status Report

The Account Status Report displays the
transactions and receipts received for each
customer

NATIONAL INSTITUTES OF HEALTH Status Report Deport Date: 05-0CT-2002 1&:13
Order By: Customer Page: 1l of &
Accoumt Status:

Customer Imoice ———- Functional —-——-————————
Collector Name Munber Location Mmber Type Dace Due Date Currency Original Amovnis Balance Due

Default C AMERICAN HEART ASSOCIAT 1087 BILL_TO TRESW1-1 Spon 12-3EP-03 1Z-0CT-03 USD L0590, 20,00
TREEW1-1 Spon 03-3EP-03 03-0CT-03 USD L0590, 20,00
TRIOW1-1 Spon 05-3EP-03 08-0CT-03 USD L0590, 40. 00
TREIEF1-1 Spon 03-3EP-03 03-0CT-03 USD L0590, 40. 00
TRE37F1-1 Spon 01-3EP-03 01-0CT-03 TUSD L0590, 40. 00
TR444V1-1 Spon 01-3EP-03 01-0CT-03 USD L0590, 1,.0%0.00

Customer Location Subtotal: 1,320.00

Default C ARTHREITIS FOURMDATION 1123 BILL_TO TRL3EW1-1 Spon 05-SEP-03 05-0CT-02 12D 370.50 70,50
TE137V1-1 Spon 06-3EP-03 06-0CT-03 USD 370.50 370,50
TR144¥1-1 Spon 13-3EP-03 13-0CT-03 USD 370.50 20. 50
TR146W1-1 Spon 15-3EP-03 15-0CT-03 USD 370.50 20. 50
TE147V1-1 Spon 16-3EP-03 16-0CT-03 USD 370.50 370,50

Customer Location Subtotal: 2Lz B0

The navigation path to this report is N > Reports > Collections

The Account Status Report displays all the open transactions for a customer, including the
original amount, the balance due, and the due date. In addition, the account status report displays
any unapplied receipts.
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Account Status Report

@311 Ml Account Status Report

s

Account Status Report Parameters:

i [Custome

b

Report Parameters

Account Status Range: Do not use

Collector: Do not use

Customer Name Range: Select a customer name range from the LOV
Customer Number Range: Select a customer number range from the LOV
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Aged Trial Balance — 4 Buckets Report

@421l Aged Trial Balance — 4 Buckets Report

The Aging — 4 Buckets Report displays information
on open transactions and indicates the number of
days outstanding

NATIONAL THMSTITUTES OF HEALTH Aging - 4 Bucket Report Report Date: 09-0CT-Z002 1&:Z24
Order By: Customer A=z of 09-0CT-2003 Page: 1
FIMND: 0802432002 1RA0

Ireroice Ie Peference
MNumb er Type Date Mumber

AMERICAN HEART ASSO0CTATION

TREEW1-1 Spon 1Z2-0CT-03 ¥ 20.00

TRESW1-1 Spon 03-0CT-03 = 20,00

TR30V1-1 Spon 02-0CT-03 2 40.00 40. 00
TR35VW1-1 Spoty 03-0CT-03 % 40.00 40. 00
TRE?VW1-1 Sporn 01-0CT-03 £ 40.00 40. 00
TR44471-1 Spon 01-0CT-03 1,020.00 1,020.00

Total: 1,220.00 1,210.00
87.05%
Customer Balance: 1,320 00

ARTHRITIS FOUNDATION 1123
TRLZEW1-1 Spon 05-0CT-03 13
TRIZ7TF1-1 Spom 05-0CT-03 3 100

The navigation path to this report is N > Reports > Collections

The Aging — 4 Buckets Report displays the open transactions for each customer and groups them
by the number of days they are overdue.

The four buckets include Current, 1-30 Days Past Due, 31 — 60 Days, and 61+ days.

The Aging Report does not display any unapplied receipts for the customer.
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Aged Trial Balance — 4 Buckets Report

@421l Aged Trial Balance — 4 Buckets Report

Aged Trial Balance — 4 Buckets Report Parameters

|
o

Selected Report Parameters

Order By: Use the LOV to select the order in which you want the information displayed
Report Summary: User the LOV to select the summary type

Report Format: Select Brief or Detailed from the LOV

As of Date: Enter the date as of which you want the information to display

Bucket Name: Use the LOV to populate Standard

Show on Account: Select Summarize or Age from the LOV
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Lesson Summary

WAl | esson Summary
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In this lesson you learned:

» Overview of report options

» General Ledger and Fed Admin reports

* Accounts Payable reports

* Accounts Receivable reports
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